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Making an initial 
selection from the main 
menu opens a page 
listing the options 
available within the 
selection made.    

In addition to the “drill 
down” navigation using 
the main menu, the links 
on the new page may 
also be used to access 
areas within the 
application.  

NAVIGATION OPTIONS
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NAVIGATION:  

eProcurement>Manage 
Requisitions  

When the requisition is 
found using the search 
criteria, click the 
Approval Status icon.  

Note the new Pending 
Worklist Inquiry icon at 
the top of the 
Requisition Approval 
Status page, along with 
the return/backwards 
navigation links.      

REQUISITION APPROVAL STATUS

 

Pending 
Worklist Inquiry 

Icon 
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Clicking the Pending 
Worklist Inquiry icon 
opens the Pending 
Worklist Inquiry page 
detailing the approval 
step required and 
approver(s) 
responsible.  
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The Notify icon at the 
bottom of the Approval 
Status page opens the 
Send Notification page, 
with Lookup Recipient 
and Delivery Options 
links.    

There are also Spell 
Check icons to the right 
of the Subject field and 
the Message field.  

Spell Check 
Icons 
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NAVIGATION:  

Reporting 
Tools>Query>Query 
Manager  

Note the added search 
criteria options available 
in the Basic and 
Advanced Search 
pages.   

QUERY TOOLS

 

Basic  
Search 
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Advanced 
Search 
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The query name is no 
longer a link.    

The query may now be 
accessed using the Edit 
link.  

The query may be run 
using the Excel or 
HTML links.  

The query may be 
scheduled to run 
through the Schedule 
link.                          
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Private queries may be 
shared with other users.  

Choose the query to be 
shared using the Select 
checkbox next to the 
query name.  

Select Copy to User 
from the Action field 
drop-down list.  

Click the Go button. 
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Enter the user ID of the 
person to receive the 
query in the User ID 
field.  

Click OK. 
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A message will be 
displayed indicating that 
the query has been 
copied, accessible to 
the User ID specified.  

Click OK to 
acknowledge the 
message and return to 
Query Manager. 
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Note expanded search 
criteria options for 
locating Records when 
creating new/editing 
existing queries.  

The Run tab for 
reviewing query results 
formerly titled Preview. 
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NAVIGATION:  

PeopleTools>Process 
Scheduler> Process 
Monitor  

Distribution Status is 
now displayed on 
Process List tab.  

Details link offers the 
same information as in 
the previous version.  

REPORT MANAGER
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NAVIGATION:  

Reporting Tools>Report 
Manage> 
Administration Tab  

View link available in 
previous version no 
longer used.   

Information previously 
available through 
Details and View links 
in previous version now 
combined and available 
using Details link.    
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